DEPARTMENT OF THE NAVY
COMMANDER KAVY REGIDN SOUTHWEST
937 M. HARBOR BR.

SAN DIEGO, CA §2132:-£056 N REPLY REFER T¢:
COMMAVEEGSWINST 12451.224
NOLHED
ROSERFE

COMNAVEEGEW INSTRUCTION 12451.2A

From: <Commandsr, Navy Eegion Soublblwest

Zubj: REZIONAL INCENTIVE AWARDS PROCRAM

Ln

Bef: (a) CFR 451
i CTR LAD
(o) DOD 1400.25-M, Subghapter 4151
(d} DON Human Rescurces Implementation Guidance,
Guide Neo. 451-71
{2) BUPEREZINST 5300.104a
{f) SECNAVINET 1652.1G

n

Prcl: {1} Scale of Award amcunts Based on Intangible Benefits
{2) Scale of awards Based on Tengihle Serefits
{31 Time-Cff Awards Scale
td) Eligikility for AZwards

1. ZPurpose. 'to estahlish a Navy Region Southwest{MNESW} program
that can be used, to the extent possikle, to institute
procedures for monsetary and honorary iecoeygnition for all NESW
team members including approptrisated and non-appropriated funded
ernplovess and military perscnnel, for bocth individual and team
sontrikbutions.

2. Cancellation. COMRNAVREGSWINST 12451.2.

3. Backgrourd. Heferences [(a} through (d) provide incentive
awards guidance for appropristed-funded emgloyees {APF) .
Reference {e}) issues guidelines concerning recognition for non-
appropriated fund (MAF) employees. Refersnce (F) provides
gquidelines concerning recognition for military personnel.

4. Policy and Program Objectives. This instructicn sets forth
MRSI poligy and orocedures for recognizing command emplovees.

In the DON, awards are uvsed to motivate employess Lo lncrease
productivity by recogaizing creativity in the workplace and by
rewarding employess and groups of whan contributions are made.
Within KESW, it is the policy to recognize and reward employecs,
when practicgkle, at the time of achievement
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5. Definitiomns

a. 2Award. BRecognition for individual or team achlevement
that contributes to meeting organizational geals or inproving
efficiency, effectiveness, and econcmy of Lhe government, or is
octherwise in the puklic nkterest.

b, Conbtributlon, An accomplishment achieved through an
individual, group, or team effort, which contributes to the
=fficiengy, economy, cost avoidanse or other beneficial impact
to the general workplace, public welfare or the overall DON
mission.

¢. Monetary Award. An award in which the recogriticn
devics is a cash payment that deoes ot increase the employee's
rate of bhasic pay. Includes such awards as Special Act, On-the-
Spot, Performance, and Benefinial Saggestion.

d. Non-Monetary (llenorary} Award. An award in which the
recoghnition device is not a cash payment or time-off as an
award, but rather an award of honorific wvalue, e.g. a letter,
certificake, medal, plaque, or item of nominal valae.

a. Time-0ff Award, An award in which time-off from duly 1s
grantec without logs of pay or charge to leave and for which the
number of hours granted iz commensuratse with the employse's
contribution or accomgl Lghment.

f. Tangikle Bemsfit. Savings to the government that can be
measured in terms of dollars.

g. Intangible Benefitg. Savings to the government that can
not be measured in terms of dellars.

2. "Morale Welfare and Recreation (MWR)} Bonus Buck". A
cartificate purckased by management personnel {(through the
Bessurce Management Office) to issue to employees ag a form of
recognition, These "Bucks" can be used as a gift certificare at
all NESW MWE offices.

i. @Quality Step Incrcase. &n award to recognire excellence
in performance by gracting faster thamn normal step increases,
resulting in an increase in enployvee's rate of basic pav.

6. Eligibility. NRSW employeess are eligikle for recognition
under this instruction as noted n enclosure (4), except where
otherwize noted.
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7. FResponsibllities

a. Commander/Deputy Commander/Executive Director (EDy are
expected to:

{1} Establish organizational goals and objectives.

(2} Ensure appropriate participation in established
awarde program.

{31 Assign financial and award planning
~esponaihilities, ensure Lhat adequate funds are available to
assure prompt action on awards, and ensure that awards are pald
within current NRSW budgetary limits.

{d) Bpprove Meritorious Tivilian 3ervice awards when
appropriate.

{5) Endorse higher Nevy level awards, such as Supcrior
and Distinguished Service Awards.

(6} 2Zpprove individual awards up te 55,000.

L. Installation Commanding Officers/ExeculLive Cfficers are
expected to:

{11 Approve Meritorious Civilian Service Awards, when
appropriate.

i3] Approve monetary awards up to $1500 per indiwvidual,
and approve, recommend, and endorse honorary awards as
appropriate in accordance with NESW policy.

(3 In coordination with Eegiomal Program Directors
{EPDs)/ Program Nirectors {PDs)/ Program Managers (PMs)/Site
Managers, coordinate employment retirement recognition
luncheons /ceremsnies.

(41 Preside over award ceremonies, such as retirement or
caraer garvice, as appropriatsa.

{31 In ceoordinaticn with RPD/PDs/PMs/Site Managers
aatabhlish internal policies and procedures to, recognize

emploves career service.

©. ERPDs, PDs, and PMs are expacted to:
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(1) Approve monetary awards up to 51500 per individual,
and in coordination with Installaticn Commanding Officers (ICO)
and site managers, approve, recommend, and endorse honorary
awards as appropriate in accordance with NRSW policy.

{2) Delegate award approval within their area of
authority as deemed appropriate.

(3} In coordination with [0=s and site managers,
estahlish internal policies, and proceduras to recognize
caployee career service,

{4) In coordination with installation commanding
officers and site managers, coordinate employment retirement
recognition luncheons/ceremonies.

{5] Pregide over award ceremonieg, guch as retirement.
as appropriate.

d. Rite Managers, Supervisorz, and Team Leaders are
axpacted to:

(1) AZpprove incividual/team hohorary anc menetary awards
as delegated by higher authority.

{2) Motivate, recognize, and reward eligible employees
accomplishments and contributicns through the awards program.

&, Employees are expected to apprise thelr supervisory
cha'n of their own and co—-worker's accomplishments for
recagnition consideration.

. MWR Department, in conjunction with the Rezscurce
Management O[[lce, l1s expected to: manage "MWR Bonus Bucks!
program in arcordance with established procedures.

g. FResocurce Management Office i1s expected to:

{11 Pericdically apprise ICOsS/RPDs/PMs/PDs of funds
avallable for monetary awards.

2] Assist MWR in the purchasing of "MWE Bonus Bucks' in
accordance with established procedures.

(3} Provide bhudgetary reports to ICOs/BPDs/PMs/FPDs as
requested.
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h. Human Rescources Office i1s expected to:

(1) advise officers, managers, supervisors and team
leaders, and covered employees on program regquirements and
related issues.

(2] Manage career service recogniticon program in
arcordance with estabklished procedures.

{3} Forward approved monetary awards to the Human
Eesouu-ces Service Center (HRSC) fer processing (APF cmployees
orily ) .

{4) Procass beneficial suggestions as appropriats [(APF
employess only).

i. {HRES) ig expected to {APF amplovess only]:

{1y Process awards and quality step increases accurately
and timely.

{2) Input employee awards and data to the Modern Defense
Civilian Personnel Data System [(MECPDS) .

{3) Maintain award records and have them available to
HEOs and activities.

g£. runding Lewvels. Command managers are expected to badget for
awards using sound finaneial management controls consistent with
ocurrent NESW policy.

9. Quality Step Increases(QSl). The purpese of a QS5I 13 to
provide appropriate incentives and recognition for excellconec in
performance by granting faster Lhan normal step lncreases.
Therefore, careful consideration should be given before granting
a Q8T.

a. EligibilivLy. &n employee is =ligible for only one
quality step increase within a 572-week period. In addition,
employoes must meet the following criteria required hy 5 CFR
521.504 {2y (2):

(1) Be a General Schadule employee whose pay 1S Set
FeZow the 10th step (Federal Wage System smpliyees zre not
eligible for £5I).
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(2% Demonstrated sustained performance of high cquality
aignificantly above that expected at the "acceptable” level
(i.e., =xceeded the "Acceptable” criteria depicting unusually
good or excellent quality or high cuantity of work prowvided
ahead of schedu e and with less than ncrmal supervision).

{37 Made a significant cortributicn to the
organizarion's mission.

{4] There must be an expectation that the high quality
performance will gontinue in the future.

b, Policy. ICOw, REPDs, FDs and FMs may recommerd, and
endorse recommendaticons fer, Q8Is in accordance with current
NRSW policy. Q8Is are subject to approval by the Executive
Direcoor.

c. PIProcessing Prococdures: The automated Personnel Action
Syslemn, [RPAs) will be used for submitting approved 0SIz. These
artions will Be subnitted tc the HREC via Rescurce Management
and HRO.

10. Monetary awards

a. For purpogeg of this section, menetary awards include:

{1} Special aAct Awards. Thess awards may o2 used to
recognize a group or individual effort that goes beyond expected
job perfermance. Spocial Aot Rwards are uged Lo recognize
exceptional accomplishments, such as an cutstanding achievemant
ard may be given at any time. For APF employses Lhe appropriate
award amount iz based on the intangible and tangible henefits
scales in enclosures (1) and {2). Eligibility: Appropriated
arnd Hor-Appropriated Funded civilian emplcyees.

{2] On-the-Spot. On-the-Spot awardsg are "special act or
service" awards desigrned toc quickly recognize and provide
immediate reinforcement of one-time achievements by employees
that have rezulred in service of an exXceptionally high guality
cr quantity. This award is particularly appropriate for
rewarding employee efforts that might go unrecognized. On-the-
2pot awards range from %25 to $750 commensurate with the nature
of the service or act being recognized. Eligibility:
Ippropriated and Non-Appropriated Funded civilian employees.
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{3} MWE Bonus Bucks. A 'MWR Bonus Buck" 15 a
certificate purchased by management personnel to lssue Lo
employess as a form of rccognitien. These "Bucks" can be used
as a gilt certificate at all HRSW MWR offices. Change in U.S.
currency will be given, however, purchases wust be ac least 50%
of the "Buck" wvalue. Supervisory personnel who have de_egated
approval by Commanding COfficers (Cos}, RPDs, PDs and PMs may
parchase "MWR Bucks'. These "Bucks' are available in $510.00
denominationg and may be purchassd through the Kesourcs
Management Office. Supervisors may issus a maximum of 3100 in
"Bucks” per employee per contributlon. "3ucks" expire one year
from date of issue. Eligibility: Approprialed and Non-
appropriated Funded civilian employess and military personnei.

(4) Performance awards, It is NRSW policy to recognize
employees at the time of their achievemenk, when possible.
However, there are many occcasiong where approving officials
wotld like te recognize an employee who performs substantia ly
seyond expeclallons (significantly above that expected at the
"Aoceptahle tevel) on a regular or continuing basis. In these

instances, a performance award may be apprepriate. Cash awards
may be determined using a specific dellar amount or a percentace
of basic pay. Performance awards may be lssued in accordancs

with current NRSW poelicy. Eligibility: Appropriated and Non-
approoriated Funded civilian employees.

i%1 Suggestions. To be congidered for an award, =
suggestion must:

fa} Identlify an improvement in the gualicy of
operations, a cost reduction opportunity, or an INMprovemsnt in
tlhe —ime_iness of service delivery that results in tangibhle or
intangible benefits ko the U.5. Government;

(k] Be adopted in whole or in part for
implementation. The suggesticn should identify a specific
proposed course of action to achieve the improvement or cosc
reduction; and

(o) Be based upon tangibhle or incangible henetits,
as provided in erclosures {1] and (2}, or a combination theroof.

id) 1deas or suggestions that identify the need for
routine malntenance worlk, recommend enforcement of an existing
ru.e, propose changes in housekesping practices, call attention
te errors or alleged wvielaticns of regulations, or result in
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intangible benefits of "good will", are not eligible for
congideration.

ie) When suggestion is adopted by another
srganization, the henefiting corganization sha’l share in the
cost of the total award commensurate with the benefit.

{f) Appropriated and Non-appropriated Junded
civilian emplovees and military pergornel are eligible.

. Policy. ICOs, RPDs, Program Managers angd Directors may
approve monetary awards up to $1500 in accordance with current
NESW policy. Meonetary awards greater than %1520 are subject to
approval by the Executiwve Jiroctor.

c. Processing procedures: For APF esployees, the autonated
Percsonnel Action Syastear, (REPAs) wiil be usmed in submitting
approved monetary awakds. These acticns will ke gubmitted to
Lhe HRSC, wia Besource Managemsnt and HRO.

11. HNon-Monetary {Honorary) Awards. Honorary awards provide a
means to recognize an employese’s overall wvalue €o o an
organization. They provide an cpportunisy to acknowledge
valuanle contributions made, and may reflect contributicns made
over a pariod of menths or years. Examples include:

a. DON Honorary Awards. The folleoewing awards skould he
submicted through the chain of command for endeorsement and
approval. The Human Resources Office is availakle to preovide
additional guidance concerning these awards.

i1l] DON Distincuighed Civilian Service EZward [(DCEA).
The DCSZ is the highest honorary award tne SECHAYV can confcr on
a DON Appropriated Funded acd Non-Aopropriated Funded civilian
enmp_oyee. The DUSA is Lo he granted only to those emplovees who
have given distinguished and/or extracrdinary service to the
DON. The achievements or service must be truly exceptional when
measured against the positlon regulirements of the individual,
ard ghouwld far ewceed the contributicng and s=rvice of others
with comparab_e responsibkilities. Further, the DCEA should be
reserved for contributions which are szo nosteworthy and/or
aignificant that recognition at the LSECNAYV level l1s dessrved.
Additional indicators inciude:
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(a} A pattern ol long-term, sustained high
performance as evidenced by the nominee having previously
received hign honorary awards (e.g. DON Superior Civilian
Serviece Award (8C8a) and/or DON Meritorious Civilian Service
Award (MCSZ), or similar awards or honors).

{b] Career achievemeats that are recogmnized
taroughout the DBON.

{c} Indicationz of inrovative leadership of highly
successiul programs or projects that have impacted heyond the
norines’ s artivity or commarnd.

id) Accomplishments/achievoments that have had, as a
minimum, DON-wide ilmpdcl.

[a] EBrientifiec or technical acdvaheces, or suggestions
of silgnificant value.

{f! Aarcomnlishments that show unusual management
abilities, innovative thinking, and/osr ocutstanding leadership
that bkenefits the DON.

() Respongibhility for major o0&t
savings/reducticns/favoidance.

(hi aAacte nf hercism.

(1] Excepticenal ccoperative efforcs wizh other Nawvy
nffices, Federal agencies, o1 Lhe private sector.

(2] DON Euporior Civilian Service Award. The DON
Superior Civilian Service Award (8CBA) is the second highest
henorary award in the DON. It 13 intended the sams DCSE
criteria will ke uged for awarding the SECSA. However, f[or the
2C8A, the contribution, while exceptional in wvalus, would bs
narrower in scooe or impact {e.g. Accomplishment that is
significant and has far-reaching. CNIC 1mpsct).

i3} DON Meritorieus Civilian Serwvice Award. The NN
Merizoricus Civilian Service Award {SCSAl is the third highest
honorary award in the DON. &g in the SCSA, the same DCSA
griteria will be used tor awarding the MCSA. For the MOISA, the
sontributions, while high in value, are more limited in
seope/impact (e.g. accomplishment that i1 gignificant and has
far-reaching, WRSW impact). IS0s, RPDs, EDs, EMs, and site
managers are eacouraged to submit nominations for these Navy
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honorary awards via the chain of command. Once approved, ICOs,
EPDe, PDg, PMs, and site managers are responsihle for
coordinating appropriatc presentation of the award.

Certificates and medals for the Meritorious Civilian Service
Award are available in the servicing HRG 3ite Office.
Appropriated and Non-appropriated funded employees are eligibla.

h. Caresr Service Recognition. These awards recognize
zignificant milestones in employees careers and emphasize their
service to the governmsnt, rather than service to a particular
departmert or agency. wWhen eligibility for career serv.co
recognition is computed, employess should receive credit for
totzl federal zervice, including civilian and all honorable
military service, The Human Resources Site Offices will provide
Pixa and FMs on a guarterlv basis, names of employess due for
recognition and applicable length of service pins. Managers are
rosponaible for establishing incernal procedures for
recognition. Standard career service certificates may he
ordered from the Defense Printing Service, or PMs may develop
anc print their own length of service certificates.

Fligibility: Appropriated and Nen-appropriated funded
employees.

12, Time-0ff Awards

a. Criteria. Time-off awards are an alternate and/or
additional meanz of recognizing the supericr accomplishments or
achievements of amplovees with other than monetary or non
monetary awards. Decisions te grant time-off awards shall be
based upon the same crlteria or circumstances as for any other
award. Examples nf achievements which may be considered for a
time-off award:

1) High lewvel of performancs.

12} Making a high quality contribution involving a
difficult or important project or assignment.

(3} Displaying sp=cial initiative and skill in
completing an assignment or project before tha deadline.

(41 Using initiative and vreativity in making
improvements in a product, activity, program, ©r Service.

il
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(5} Ensuring the mission of the unit is accomplished
during a difficult period by successfully completling additciconal
work or a project assignment while maintainirg the emplovee's
own workload.

{6% Rhecomplishing a gspecific, cne-time, or special
assignmert which recuired extra effort or resulted in the
organization receiving recognition fer responsiveness bo
unprogrammed requirements.

(7] Bupervisors and managers shall fully consider wage
costs and productivity loss when granting time-cff awards and
chall engure that the amgunt of time-off granted is commensurate
with the individaal's contribution or accomplishment. Enclosare
(3) is a reccmmended award scale for determining time-off
awardsa .

L. Limitations on Time-off Awards

il} "'he total amount of time-off that may be granted to
any cohe individual in any one leave year iz 80 hours. (For
mart-time employees or those with an uncommon teur of duty, the
tortal time that may be granted 1s the average number of hours
generally worked in a pay period.

i2] The meximum amount of time-off that may be granted
te an individual for a single contrikbution is 40 hours. (Feor
part-time employvees or those with an uncommon tour of duty, the
yaximur award that may be granted is onec-halZ the amount of time
that would be granted during the year} .

'3} Time-off granted ag an award must be scheduled and
used within one year after the effective date of the award. My
urused amount ramaining after Lhat time will bhe forfeitsd
without further compensation o the emplovee.

{41 A cime-off award does not convert to cash under any
clrcumstances.

(%) Time-off awards shall nct be granted To create the
gffect 0f a holiday or treated as admini=strartive excusals or
leave,

(6 & time-off award for a pericd in exceszs o one
workday must bs reviewsd and approved by an official at an
organizaticnal level higher than the Individual making the
initial award determinatian.

11
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. ©Portability. & time-off award shall not be transferred
between DOD compemnents. If an employee ig rransferring to
ancther DOD activity or cutside DCD, the employee should be
allowed to use the award prior to the transfer. Managers and
gupervisors should make every effort to ensure that the oamployes
iz able to use the time-off award before he or she leaves the
component. A time-off award can be transferred within DOM:
however, it must be scheduled and used within cne vear after the
effective date of the award.

d. Processing Procedures. The autcmated Personnel Action
System, [(RPAs) will be used submitting approved time-olf. These
acrions will be gubmitted to the HRESC via Fesource Management
and HRO.

2. FRligibility. Appropriated and Non-appropriated funded
empltoyess. Note: Military perscnnel may receive an aedquiva’ enn
amount of apecial liberty where appropriate.

13, ‘'I'=am Recognition. When groups consisting of Appropriated
and Non-Appropriated Funded civilian emplovess and miliZary
perscrnel are deemed to be worthy of recegnition, approving
officials are encouraged Lo conparably recognize all members irn
accordance with applicahle regqulations, policy and procedures.

14. PRetirement Recognitilicn

a. Each PM/Site Manger ig encouraged to assign a Retirement
Becognition Coordinator. This Coordinator will be responsible
for working wilh the indivicuwal retiring to determine his/her

desires for recognition.
; [
(hid 424

M. H. aLLEN
Thief of staff

Distrilbution:

Elec—ronic cnly, wia UHRSW Directive webh site
http: //www.cnrew.navy.mil/admin/index. htm

1z
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SCALE OF AWARD AMOUMTS BASED ON INTANGIBLE BENEFITS

VALUE OF EXTENT OF APPLICATION
BENEFIT

LIMITED EXTENDED BROAD GENERAL
Bffects affects Rifecrs Affects
tunctions, functions, Funetions, fune-ions,
missicn, or |mission, or \mission, or {migsgion, or
personnel of |personnel personne. personnel of
orne of an of more
facility, entire several than ore
installation|regional regionai department
. area, Areds Or or
regional commaryd, 0r | commands, AGEensy, or
araa, or an |bureau. Qr an ig in the
organization |affects an |entire puklic
al important department ]interest
e_ement of area of or agency. throughout
headgquartersscience or |Affects the
. techncleqgy. |an Mation and
Affects extfensive beyond.
gmall area ared
of science cf sciencs
or or
technology. technmlmgg.

MODERATE S25.-5500 SE01-£750 751 - 21,0031 -

Change cr 1,000 31500

mocification

of an operating

principle

or procedure

with limited

use or impact.

SUBSTANTIAL 5501-5750 3751 - S1,001 - 21,501~

Substantial g1,000 1,500 53,150

chango or
modification of
orocedures.
Important
improvements to
the value of a
product,
activity,
program, or
service to the
public.

Enclosure

L)
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RIGH

Complete
revision of a
hazsic principle
or procedure; a
highly
significant
improvensnt to
the valuc of a
producs or
service.

$751 -
51,000

51,001-
$1,500

53,1540

53,151 -
56,394

EXCEPTIONAL
Initiation of a
hew principle or
mnajor procedure:
a superior
improvemnsnt Lo
the guality of a
critical
preduct,
activity,
program, or
service to the
public.

§1,001
51,504

£1,501 -

53,150

53,151 -
£6,300

6,301 -
£10, 000

{DOES NOT APPLY TOQ NAF EMFLGCYEES)

Enclosura (1)
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ECALE OF AWARD AMOUNTS BASED ON TANGIBLE BENEFITS

BENEFITS

Ectimated First-Year EBenefits
Employoe

Up te 510,000 in benefits

Between S5°0,000 and 2100,0030
in benefils

More shan 100,000 in benefits

2AWARD

Zmount of Award to

149% of benefits

51500 plus 3% to 10% of
benefits owver $10,000.

S2700 - 14,000 fcr the
first £100,000 in
benefits, plus 0.5% -o

1 % of benefits above
s100, 000, unp to $25,00C,
with che approval of the
Office of Personnel
Maragement wvia the
ffice of the Secretary
of Doeforge.

Nete: Presidential approval is required for all awards of morg

than 325, 00

{DOES HOT APPLY TO NAF EMPLOYEES)

Encloszsure (2]
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TIME-OFF AWRRDS SCLLE

value o Organizal ion Numbsr of Hours

Modearate: 1 to 10
(1) 4 contribution to a product, sctlvity, program, or service
te the public, waich is of sufficient wvalue to merit formal

recognition.

(7} Benef:cial rchange or modificalion of operating principles or
procedures.

Substantial: 11 to 20

{1) An importanc canktribution te the walue nf a product.
activity, program, or fervice to the public.

{2) Significant change or mod:ficatlon of operating principles
oY procedures,

High: 21 tao 30

i1y & highly significant contribution te the wvalue of a prodact,
activity, orogram, or service to the public.

(2) Complete revision of operating orinciples or proceduares,
with considerable impact.

Exceptional: 31 to 40

{1} A superior contributicon to the quality of a critical
product, activity, program, or service to the public.

{2} Initiation of a new principle or major procedure, with
significant impact.

Enclosare {3
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ELIGIBILITY FOR AWARDS

AWARD TYPE . APP NAF | MIL
QUELITY STEP INCREASE (0QSI) {35 only) X

| PERFORMANCE X X
SPECIAL ACT X X

" ON-THE-SEOT T x . X

MWR BUCKS X X x
TIME OFF AWARDS / SPECIAL TTRRERTY x X X
5% MINUTE BUTTOMS/ SPECIAL LIBZERTY X X | X
DON MERITORIOUS CIVILIAN SERVICE AWARD (MCSA) | X | X
CAREER SERVICE | X E X

| RETIREMENT RECOGNITION X X X
CIVILIAN OF THE QTR/YEAR X X
SAILOR OF THE QTR/VEAR X

Enclosare {4)



